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Draft DO Input by 
Department

(If known, include 
Peopleclick req.no. 
in DO description)

Specification 
Document Developed 
by OIT in Conjunction 
with the Department

Reviewed  and Approved by the Division of Purchases
(DO is sent to CAI via email by Purchases staff and/or AdvantageME)

Coordinated, Reviewed and 
Approved by Systems Team 

Leader (if needed)

Peopleclick 
Requirement Entered 

by OIT Designee
(DO Number is 

required)

Reviewed  and Approved by OIT Contracting and 
Procurement Office 

(Tom Howker)

Recruitment Ready

Reviewed  and Approved by 
the Department or Agency 

Approver?

Requirement /  DO 
Cross-Reference

YES

Under $5k
or non-executive 

branch req.? NO

Executive 
branch req.?

NO

YES


